




 
 

Issue Analysis & Resolution 
 

 
Definition: 
Ability to examine a complex situation, its elements, and their relationship to other factors and 
come up with manageable, value added solutions. Understands and identifies the environmental 
influences impacting the situation. 
 
Illustration: 

• Ability to break down elements of problems and reach reasonable conclusions and 
anticipates consequences of actions. 

 
• Foresees any factors impeding progress and implements a functional strategy to 

accomplish the objective through alternative steps as necessary. 
 

• Creates innovative ways to determine most effective outcomes for a particular situation 
or issue. 

 
• Demonstrates a natural and learned proclivity to breakdown an unresolved matter or 

situation to its component parts and evaluate viable solutions from alternative 
reconstruction of the matter or situation. 

 

 
 



 
 

Influence Strategy Acumen 
 

 
Definition: 
Ability to affect the beliefs prejudices and “buy in” of colleagues and target constituencies in 
order to gain consensus or demonstrable support for the plan or program.    
 
Illustration: 

• Employs conscious but material persuasion, reasoning techniques, and focused 
discussions in order to impact the conduct of others. 

 
• Thorough knowledge of communicating the techniques necessary to persuade a group of 

individuals to move in a particular direction. 
 

• Disciplined adoption of that passion and knowledge necessary to become a genuine 
advocate for the desired action. 
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Developing Others 
 

 
Definition: 
Ability to recognize the talents and elicit investment of employees toward greater performance 
capacity.  Recognizes aptitude and opportunity matches promoting the continued professional 
development of employees.   
 
Illustration: 
 

• Coaches, mentors and challenges in order to promote an achievement orientation and 
develop refined accomplishment aptitude. 

 
• Encourages professional maturation resulting in increased contribution to the University. 

 
• Promotes an atmosphere that both empowers and challenges employees to strive towards 

excellence. 
 

• Provokes, stimulates and challenges the learning curve of others towards mastery of the 
discipline and succession plan realization.   
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Discipline Expertise 
 

 
Definition: 
Maintenance of contemporary thought, and current practices in clerical, professional, or technical 
discipline entrusted as part of the regular living agenda of the incumbent.   
 
Illustration: 

• Regularly and continually utilizes a wide range of internal and external networks and 
resources to advance useable knowledge. 

 
• Knowledge and utility thereof above the 80th percentile of practitioners.  

 
• Depth and breadth of the substantive knowledge and modalities for practical utility that 

of itself stands out and up against challenge. 
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Organizational Awareness 
 

 
Definition: 
Possessing a thorough, thoughtful and thought provoking insight into the mission, standards and 
values of the University. Actively and publicly engaged in the pursuit of institutional knowledge.    
 
Illustration: 
 

• Cognizant of the full array of influences effecting the overall operation of the entity.   
 
• Perpetuates a global outlook and is a catalyst for effective maturation. 

 
• Adept at picking up and analyzing varied perspectives, subcultures, and practices that 

move or obstruct University mission and its correlative objectives. 
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Appendix B 
 
 
 

Evaluation Form A 
 

Evaluation Form B 
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The Evaluation Instrument 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Please use Either Form A or Form B to complete the performance appraisal.  The choice of format is at the 
discretion of the evaluator however, both formats require addressing selected performance competencies as 
demonstrated by the evaluated employee and both formats require signature of evaluator, evaluatee and division 
executive. 
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RWU 
Roger Williams University 

 
 
 
 
 

PERFORMANCE PLANNING & APPRAISAL 
 

 
Name 
 
 

SSN 

Dept. 
 
 

Title 

Appraiser 
 
 

Date 

Performance Period: From 
 
 

TO 

 
 
 
 
 
 
 
 
 
 
 
 

 
 

107

mdoherty
Typewritten Text
Form A



 
 

Competencies 
 

 
Planning performance at the beginning of the performance period:  From the RWU Competencies Reference Guide 
and/or the position description, choose the competencies that are most relevant to this individual’s charted performance or 
customize, notice and implement, upon university approval, other competencies.  Thereafter, if necessary, identify and 
customize performance requirements for selected competencies that are not illustrated in the manual. 
 
Appraising performance at the end of the performance period:  Enter a check mark in the column at right which best 
describes this individual’s performance in the selected competencies.  You may rate each performance requirement 
individually or the competency as a whole.  The rating codes are: 
 
1. EE: Consistently exceeds established requirements and expectations.  Performance clearly and consistently 

demonstrates mastery of the position, serving as the prototype employee whom cannot be improved upon.  
Employee performs at a level and with a performance character that surpasses that expected and charted for the 
job. 

2. MS: Consistently demonstrates mastery of the position’s established requirements and responsibilities.  
Demonstrates an inexhaustible learning curve and initiative within the position’s parameters while meeting 
essential expectations in all regards.  

3. MR: Consistently meets most or all established requirements and reasonable expectations. All employees are 
expected to meet those standards as set out for them in position description and published performance program as 
a condition of employment in good standing. 

4. MM: Minimally meets some of the established requirements and may meet some reasonable expectations. 
Employee inconsistently meets the minimum levels of acceptable performance and improvement is imperative. 

5. FS:  Falls short of established requirements and reasonable expectations too often for position success.   
 

 
If you rate any competency or performance requirement EE, MS, MM or FS, provide written evaluation to support the 
rating.  For any competency or performance requirement rated MM or FS, provide directive and afford performance 
modalities, as appropriate to the concern.   

 
Competency EE MS MR MM FS Customized Performance Requirements (NOT IN 

Manual) 
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Competency (cont’d) EE MS MR MM FS Customized Performance Requirements (NOT IN 
Manual) 

       

       

       

       

 
 

Competency Rated EE, MS, MM or FS Competency Evaluation (context/action/outcome/expectations) 
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Goals and Standards

 
 
Planning performance at the beginning of the performance period:  Establish goals and standards of performance for 
the next performance period.   The goals and standards should be focused on tangible results; such as services or 
deliverables to internal and/or external customers.  Identify performance expectations as necessary. 
 
Appraising performance at the end of the performance period:  Enter a check mark in the column at right which best 
describes this individual’s achievement/accomplishment of charted goals and standards.  The rating codes are: 
 

1.    EE: Consistently exceeds established requirements and expectations.  Performance clearly and consistently 
demonstrates mastery of the position, serving as the prototype employee whom cannot be improved upon.  
Employee performs at a level and with a performance character that surpasses that expected and charted for the job. 

2.    MS: Consistently demonstrates mastery of the position’s established requirements and responsibilities.  
Demonstrates an inexhaustible learning curve and initiative within the position’s parameters while meeting 
essential expectations in all regards.  

3.    MR: Consistently meets most or all established requirements and reasonable expectations. All employees are 
expected to meet those standards as set out for them in position description and published performance program as 
a condition of employment in good standing. 

4.    MM: Minimally meets some of the established requirements and may meet some reasonable expectations. 
Employee inconsistently meets the minimum levels of acceptable performance and improvement is imperative. 

5.    FS:  Falls short of established requirements and reasonable expectations too often for position success.   
If you rate any competency or performance requirement ER or FS, provide written evaluation to support the rating.  
For any competency or performance requirement rated FS, provide directive and afford performance modalities, as 
appropriate to the concern.   

 
If you rate any result EE, MS, MM or FS, provide a complete explanation to support the rating. 
 

Goals/Standards EE MS MR MM FS                 Identify Expectations as Necessary  
       
       
       
       
       
       
       
       
Results Rated EE, MS, MM or FS    
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Performance Summary 

 
 
Check the category below which most clearly describes the employee’s total performance: 
 
Overall Rating:    
   
 
     EE     MS    MR    MM      FS 
  
 
Discuss employee’s overall contribution to the department and the University as well as comments on areas for 
development (please use additional sheets if necessary): 
 
 

 
 
 

 

 

 

Additional space for “Competency”, “Goals and Standards” and/or “Performance Summary” Commentary: 
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SIGNATURES AND EMPLOYEE COMMENTS 

 
EMPLOYEE’S SECTION 

 
 
This evaluation has been discussed with me and I have been offered the opportunity to comment on it. 
 
 Employee’s signature: _________________________________  Date: _________________________ 
 
 
1.  I concur with the evaluation _______________  I do not concur with the evaluation ___________ 
 
Employee Comments: 
If the employee wishes to do so, any comments concerning the evaluation may be indicated in this section or by an 
attachment. 
______________________________________________________________________________________ 
______________________________________________________________________________________ 
______________________________________________________________________________________ 
______________________________________________________________________________________ 
______________________________________________________________________________________ 
_____________________________________________________________________________________. 
2.  How do you feel your performance can be improved upon? 

______________________________________________________________________________________ 
______________________________________________________________________________________ 
______________________________________________________________________________________ 
______________________________________________________________________________________. 

UNIVERSITY CERTIFICATION 
 

Note:  Follows Steps 1 through 3 below prior to meeting with employee and/or obtaining employee’s signature.  
After employee signature is obtained, return completed form back to the Office of Human Resources.  The Office 
of Human Resources will share information as necessary, with appropriate representatives of the university and/or 
the employee.   
 
1) Signature of Evaluation Supervisor: _____________________________________ Date: _________________ 
 
2) Signature of Department/Office Head: ___________________________________ Date: _________________ 
 (if different than above)           
            
 
3) Signature of Divisional Vice President: __________________________________ Date: _________________ 
 
4) Signature of Human Resources: _______________________________________ Date: _________________ 
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RWU 
Roger Williams University 

 
 
 
 
 
 
 

THE NARRATIVE 
 
 
 
 
 
 
 
 
 
 
 
 
In the following narrative, the charted performance competencies, as existing in the position description or as 
specifically identified by the evaluator, as well as any charted and measurable outcomes, must be addressed in 
candid narrative describing the performance of the evaluated employee over the course of the designated 
performance period.  The evaluated employee may append commentary to the evaluation and both evaluator, 
evaluatee and division executive must provide signature, ratifying completion of the process.   
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Competency Performance Ratings 
 

6. EE: Consistently exceeds established requirements and expectations.  Performance clearly and 
consistently demonstrates mastery of the position, serving as the prototype employee whom cannot be 
improved upon.  Employee performs at a level and with a performance character that surpasses that 
expected and charted for the job. 
 

7. MS: Consistently demonstrates mastery of the position’s established requirements and responsibilities.  
Demonstrates an inexhaustible learning curve and initiative within the position’s parameters while 
meeting essential expectations in all regards.  

 
8. MR: Consistently meets most or all established requirements and reasonable expectations. All 

employees are expected to meet those standards as set out for them in position description and published 
performance program as a condition of employment in good standing. 

 
9. MM: Minimally meets some of the established requirements and may meet some reasonable 

expectations. Employee inconsistently meets the minimum levels of acceptable performance and 
improvement is imperative. 

 
10. FS:  Falls short of established requirements and reasonable expectations too often for position success.   

 
 

  

 
Narrative Evaluation

 
 
Name 
 
 

SSN 

Dept. 
 
 

Title 

Appraiser 
 
 

Date 

Performance Period: From 
 
 

To 

 

Summarize the employee’s response to position expectations, direction and charted initiatives as well as 
demonstration of those performance characteristics that affect position success:    
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Check the category below which most clearly describes the employee’s total performance: 
 
Overall Rating:    
   
 
     EE     MS    MR    MM      FS 
  

     

 
 

PERFORMANCE PLAN 

 
The goals and objectives for next year – needs to be clearly communicated, preferably in writing (please 
use additional sheets if necessary): 
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SIGNATURES AND EMPLOYEE COMMENTS 

 
EMPLOYEE’S SECTION 

 
 
This evaluation has been discussed with me and I have been offered the opportunity to comment on it. 
 
 Employee’s signature: _________________________________  Date: _________________________ 
 
 
1.  I concur with the evaluation _______________  I do not concur with the evaluation ___________ 
 
Employee Comments: 
If the employee wishes to do so, any comments concerning the evaluation may be indicated in this section or by an 
attachment. 
______________________________________________________________________________________ 
______________________________________________________________________________________ 
______________________________________________________________________________________ 
______________________________________________________________________________________ 
______________________________________________________________________________________ 
_____________________________________________________________________________________. 
2.  How do you feel your performance can be improved upon? 

______________________________________________________________________________________ 
______________________________________________________________________________________ 
______________________________________________________________________________________ 
______________________________________________________________________________________. 

UNIVERSITY CERTIFICATION 
 

Note:  Follows Steps 1 through 3 below prior to meeting with employee and/or obtaining employee’s signature.  
After employee signature is obtained, return completed form back to the Office of Human Resources.  The Office 
of Human Resources will share information as necessary, with appropriate representatives of the university and/or 
the employee.   
 
1) Signature of Evaluation Supervisor: _____________________________________ Date: _________________ 
 
2) Signature of Department/Office Head: ___________________________________ Date: _________________ 
 (if different than above)           
            
 
3) Signature of Divisional Vice President: __________________________________ Date: _________________ 
 
4) Signature of Human Resources: _______________________________________ Date: _________________ 
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  Roger Williams University’s SALARY 
PROGRAM POLICY & PROCEDURE  

(Nonaligned Executive, Administrative, Professional, Special Services and Support Staff) 

PREFACE

In furtherance of its philosophy that employee compensation should be structured on the basis of 
positional responsibility and accountability, coupled with internal and market equity and driven by
performance, the university adopts and shall administer the Non-aligned Salary Program Policy & 
Procedure (Program).  The Program is applicable to all nonunionized executive, administrative, 
professional, special services and support staff except for temporary or casual employees.  The
Program is designed to provide parameters, including individualized minimum and maximum base
salary for all positions, under which those governed and those who govern may properly and prudently
plan, gage, and be fully aware of the expectations, responsibilities, opportunities and limitations of the
Program.  

PROGRAM POLICY

The Program shall consist of a continually monitored series of salary compensation bands, properly 
and deliberately segregating positions into the bands in accordance with the position’s responsibility
and accountability in the university’s operational scheme, as well as its relative complexity, difficulty
and demand, reflecting market and internal equity.  

SALARY BANDS: 

The Program shall consist of salary bands representing a deliberate gradation of positions into a
comparative hierarchy.  Each salary band holds a minimum (base) and maximum (cap) devised from a 
comprehensive evaluation of operational and positional schemata and its relation to identifiable
market characteristics.  

The breadth of the salary bands is largest at the highest level and decreases in range as the bands
descend in level, representing a base and cap that fairly respond to market factored breadth for
benchmark positions within the band.  This range allows competitive recruitment and significant
performance driven enhancement designed to promote a continual striving for excellence and resultant 
retention of the best.  

Representing a hierarchical differentiation of positions, the system of overlapping salary bands creates
an intentional separation between bands evidencing greater difference between the highest bands and a
gradual, consistent compression in differentiation between the bands in descending order. This was
done to accurately reflect the significant differential of complexity, responsibility and accountability
among positions comprising the university’s operational scheme.  

Overlap among the bands represents the commonality of value to the university between a higher 
level position performed at a lower capacity and of a lower level position performed at optimal  
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capacity. This also allows for a smooth upward or downward natural transition when either promotion 
or reclassification is effected by the university.  

Within each salary band there are three distinct pay levels as follows:  

Level 1 (Hiring Base): 

The first is comprised of a probationary, base level under which new or recent hires 
may be placed when it is determined that they hold potential to fully fill out the
position’s integrated responsibilities but inexperience, complexity of position or some
other temporary but significant, intervening factor results in an expected level of 
performance that, while promising, is insufficient for the long range demand from the
position.  The employee placed in this base level of the position’s compensation band
will earn, through developed and demonstrated performance competency, passage into 
the designated, regular level of the appropriate salary band for the position.  

Level 2 (Merit Level): 

The second level represents the regular, market tied, performance driven salary level
within the defined salary band of the Program. This level holds base and cap 
parameters under which the salaries of both new hires and employees evidencing at
least satisfactory performance in the defined responsibilities of the positions therein
placed, will be governed.  Movement within and beyond the designated salary level 
will be based upon performance as outlined below and more fully described in the
university’s Performance Management Policy.   

Level 3 (Over Market Level):

The third level of each salary band of the Program is restricted to the exceptional
performer, positively pushing the parameters of the defined responsibilities of his/her
position. This is a salary level that will not be available to even consistently fine
performers.  

Over Cap Compensation: 

Exceptional performance will continue to be rewarded, even where salary adjustment 
exceeds a position’s salary cap.  However, no compensation above the cap will be
committed to base salary of even the continually exceptional performer.  

Movement within a position’s defined level, from one level to another and/or from one salary band to 
another is based entirely upon either university evaluated performance, consistent with this policy and
the university’s Performance Management Program (attached) or upon position reclassification as set
out in the university’s Position Classification Policy & Procedure.   
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 SALARY ADJUSTMENTS: 

Placement in a salary band and at a level within the salary band denotes university confirmed
judgment of the level of performance within the available band.  There is no program driven, upward 
adjustment in band placement based upon longevity, cost of living or one year of performance in
isolation from salary band placement, which itself denotes an anticipated performance level.  In other
words, adjusted placement of an employee in his/her salary band must reflect not only improved, 
sustained performance but direct correlation with expected accomplishment for placement at that level.
However, as positive movement within a salary band denotes improved performance within the
position and as compared to placement of all others within the same band, until the placement and/or
adjustment in band is at cap, it is anticipated that improvement in performance and achievement is
viable and forthcoming.  Until an individual is performing at a level above the midpoint of the band, 
continual improvement is necessary and an expectation of the university that is to be communicated,
coached, and directed by the individual’s supervisor in accordance with the Performance Management
Program policy and procedure.  

Salary adjustments, in each year of this program, are based upon formally recognized performance and
may be awarded either to the salary base of the recipient in accordance with the philosophy set out
above or may be provided as non-base compensation (bonus).  Bonuses are, under the following 
circumstances, encouraged:  

1. When an employee’s pre-award salary is already favorable to peers within the same salary 
classification who hold with greater longevity of service and equally strong performance.  

 
2. Where performance warrants recognition, but continuity of strong performance, against 

considerable challenges, has not yet been fully demonstrated.  This is especially applicable 
where base salary is already above the midpoint of the position’s salary band.  
  

3. Where longevity of service, in the face of considerable challenges, is simply too brief to 
have been able to demonstrate continuity of service excellence.  This is especially true 
during the first year of employment in a position.  

 
4. Where a particular objective was successfully reached and deserves monetary recognition 

but that accomplishment is severable from the total performance character and outcomes 
realization expected of the position.  

 
5. Where an employee has reached the salary band cap in base salary.  In this situation a base 

salary award may only be authorized by the President.  

Salary adjustments under this program are specifically and exclusively designed both to invest in
strong performance character and to recognize significant, highly productive outcomes in furtherance 
of continual advancement of university mission.  Effective performance is not a goal but an
expectation. Satisfactory performance then creates no eligibility for salary adjustment. The awarding
process will demonstrate this philosophy.  
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AWARDING PROCEDURE: 

Employees are eligible for salary base adjustments each fiscal year, except for those hired after
December 31st of the preceding fiscal year.  Those hired after December 31st and before March 31st
of the preceding fiscal year are eligible for a non-salary base bonus to be effected in the ensuring 
fiscal year of the Program.  

The monies to be pooled for performance based distribution are comprised of that percentage of funds
determined by the university as available for annual salary program adjustment, multiplied by the 
base salary of all filled positions as of March 31st and the midpoint of the salary range of all budgeted
position openings, also as of March 31st, of the preceding fiscal year.  

Any monies expended above the midpoint of positions filled after March 31st and before July 1st of
the year of awarding shall be charged to the merit pool.    

The pool of monies created for selective, deliberative awarding shall be held by the division Vice
Presidents and the President until such time as the performance evaluation process by the division
executive is recorded and all correlative recommendations are approved for implementation.  The pool
may not be overspent and there is no expectation that all pooled monies will be awarded or awarded at 
the same time.  In this regard, and consistent with the Performance Management Program, holding
back pooled monies for further evaluation of performance and possible later award is at the discretion
of the division executive and expected from time to time.    

PROGRAM OPERATION: 

The Program will be subjected to continual monitoring with positional placement and positional
and/or band and/or level adjustment, as well as Program amendment from time to time, as deemed
prudent by the university, and in furtherance of its espoused philosophy, consulting market, cost of
living and budget factors.  Implementation of Program amendments will, to the extent practicable, be
aligned with the university’s successive, fiscal year employment policy.   

PROGRAM PROCEDURES

Program procedures shall be aligned with, and herein incorporate by reference, those applicable to 
the university’s Performance Management and Classification Programs, as published and 
administered by the university.    
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